
Con, ins.ConfidentiaJ Commercial Information lAW 5 U.S.C. § 552{b)(4) an/ 49 C.F.R. § 831.6(a). 

TOTE SERVICES INC. 
Indoctrination Log - Non Crew Pagc# _ l_ 

VESSEL S.s. ---------------------------
ELFARO QUARTER ____ l_S_T __ __ YEAR -----------2015 DEPT. STEWARD 

By signing this form, non-crewmembers acknowledge that they have been instructed in the basics of shipboard policies and practices. Non-crewmembers 
also acknowledge that they accept responsibility to seek instruction and/or assistance before attempting an unfamiliar or difficult task. Non-crewmembers 
also acknowledge that they understand the Personnel Protective Equipment (PPE), Hot Work and Lock-out I Tag-out policies and agree to abide by such. 

Date Joined Name (Print) 

* Use the following code numbers: 

Position* Indoctrination 
Completed Non-Crewmember's Signature 

1 -Contractors 3 - Supercargo's (Owner I operator I charterer's rep) 
2 - Passengers 4 - Other 

Dept. Head (Print I Sign): 

TSI-ADM-038 Rev. 4/14 is to be mailed quarterly to the Mgr. of Marine Safety & Compliance 

Indoctrination performed by: 
Signature I Rating 



Contains Confidential Co mmercial In formation l AW 5 U.S.C. § 552(b)(4) and 49 C.F.R. § 831.6(a). 

TOTE SERVICES INC. 
Indoctrination Log- Non Crew Page#_l_ 

VESSEL S.S. -----------------------------
ELFARO 2015 DECK QUARTER ____ 2_ND __ _ DEPT. ------------YEAR ----------By signing this form. non-crewmembers acknowledge that they have been instructed in the basics of shipboard policies and practices. Non-crewmembers 

also acknowledge that they accept responsibility to seek instruction and/or assistance before attempting an unfamiliar or difficult task. Non-crewmembers 
also acknowledge that they understand the Personnel Protective Equipment (PPE), Hot Work and Lock-out I Tag-out policies and agree to abide by such. 

Date .Joined Name (Print) Position* 

* Use the following code numbers: 
I - Contractors 3 - Supercargo's (Owner I operator I charterer's rep) 
2- Passengers 4- Other (define in space provided) 

De1>t. Head (Print I Sign): -~;:c.- - 1. ~· b--~ ,__~ 

Indoctrination 
Completed (Date) 

------

Indoctrination performed by: 
Non-Crewmember's Signature Signature 1 Rating 

Master** Verifica 
TSI-ADM-038 Rev. 4/14 A copy of this log sheet is to b.: mailed quarterly to the Mgr. of Marine Safety & Compliance c .. OR PERSO:>: 1!'-; CHARGE OF TllE VESSEL) 



TOTE SERVICES INC. 
INDOCTRINATION GUIDELINES 

(NON-CREWMEMBERS I CONTRACTORS) 

Upon joining the vessel as an embarked guest, rider or contr·actor (including those contr·actors on board to 
perf01m work at the berth), each guest, rider or contr·actor must complete an indoctr·inationlorientation 
session with an officer designated by the Master (or person in charge of the vessel) . The topics to be 
covered are listed below. Guests and riders shall receive personal instruction from an officer appointed 
by the Master as soon as possible after joining the vessel, but in all cases before stmting any work on 
bom·d. 
This indoctr·ination is not intended to cover eve1y aspect of the non-crewmembers responsibilities, but 
rather is to give enough inf01mation to non-crewmembers so that they can perfonn duties related to safety 
emergencies and in the case of contr·actors start work. 

Upon completion of the indoctr·ination, the non-crewmember/contr·actor supervisor shall sign the 
"Non-Crewmember Indoctr·ination Log Sheet" [ADM-038] in the log book set up for this pmpose. 
The person guiding the non-crewmember/contr·actor shall also sign the log book. 

FOR ON BOARD CONTRACTORS: 
Contr·actors on bom·d to perf01m work at the berth shall not commence work until the supervisor has 
completed this orientation with the appointed officer (usually the C/E) and signed the log sheet The 
supervisor will be held completely responsible for the actions of his/her employees while they are on bom·d. 

The appointed officer (usually the C/E) shall review the work m·ea with supervisor prior to the strut of 
work. The operation of all machine1y on board by non-crew members is restr·icted until the appointed 
officer has checked out the non-crewmember on the practices and safety procedures applicable to that piece 
of machine1y. 

The On-bom·d Safety Committee shall add vessel specific items to the f01m below to suit their pmticulm· 
operation. 

Topics to be covered include: 

ALL: NON CREWMEMBERS I 
RIDERS /CONTRCTORS 

D Emergency Alann; Locations, Procedures 

D Emergency Escape Routes 

D Emergency Muster Locations 

D Locating & Donning Life jackets I Survival Suits 

D Locations - Emergency Locker & SCBA's 

D Location - Hospital 

D Photography Restrictions - Master's Policy 

D Policies (PPE/Footwear, Safety, Dmg & Alcohol) 

D P01table Fire Extinguisher Use 

D Security Level (Prevailing) Procedures 

D Telephone System 

D Waste Disposal Procedures 

D Work & Meal Hours 

D. ______________________ __ 
TSI-V-SAF-023 Rev 4/14 

ALL:RIDERS /CONTRCTORS 

D Accidents/injuries & near misses to be repo1ted 
immediately to a vessel representative. 

D Consequences of Violating Policies 

D Enclosed Space Entry 

D Hazmat Handling: Storage I Disposal 

DHot Work Procedures & Fire Watch 

D Lock-out I Tag-out 

D Machine1y Operating Restr·ictions 

D Responsibility for Employees 

D Review of the Work Area 

D Taking Immediate Action Before Raising 
theAlmm (Master's Policy) 

D JHA Cooperation as per OMV 3.4. 1 

D. ______________________ _ 
D ______________________ _ 




